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How to control disk usage
in your school

Schools are charged monthly for excess disk space. Disk space consists of all
mail for staff and students as well as web and ftp files. Charges can be
avoided through configuring SINA to minimise the potential for excess disk
space. This document outlines ways in which you can minimise or prevent
excess disk space charges.
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Determining your schools disk space quota

Every school has a limit to the total disk space they have available to store
email and web content. This quota is based on student enrolment.

Student Enrolment Disk Space Quota
1-100 1.5GB

101-300 3GB

301-500 7.5 GB

501-800 12 GB

801+ 16 GB

Your current storage can be viewed on the home page in SINA. Exceeding
your quota will be charged at 0.35¢/MB over quota.
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The above example shows 2,003,633 KB. To convert from KB to GB, divide
this number by 1 million (2,003,633 KB = 2.00 GB).

If this school has a student enrolment of 250 students their quota is 3GB.
They are using 2GB. They have 1GB of storage left before the school is
charged for excess usage.



Set and enforce disk quota

Teachers and students often forget to manage their disk space unless a quota
is set. A disk quota amount can be set and “enforce quota” turned on by
choosing “Yes” in the account settings in SINA. You should attempt to divide
quota to users so that the total amount used is not likely to exceed your
schools quota (see above).

You can get to this screen from the “Users Manager Screen”.

USERS MANAGER

Manage your school's user accounts individually, by group. or in bulk
Set up and manage school mailing lists or contact other SINA schools

User Accounts - view. add g@gt_ei'-.-‘idual user accounts. manage disk space or forward accounts
Groups - move or delete email or user accounts. view ttings all at a group level

Bulk Create - create or update multiple user accounts simtltaneously

Download Account Details - download a selection of user account details into a file

Mail Lists - create and modify mailing lists and their subscribers

Address Book - contact information for other S/INA schools in your deployment

Help - assistance on specific tools within Users Manager

Home - returns you to the SINA Welcome page

Click on Modify next to either user accounts, to modify individual accounts, or
groups to modify all users in a group.

Quota can be set at the school level, group level or account level. You must
enforce quota for this to take effect. Either use the default or click “Set quota
to this amount” and enter an amount in kilobytes (KB). If you are used to
working in megabytes (MB), 1 MB = 1000KB.

Disk Ouot  Use default quota (20000 KB).
isk Quota
" Set quota to this amount KB

Enforce Quota No Group { Xes 4 ‘No

f* Default

The below window will be seen in mymail by users who have had disk quota
enforced. When the usage approaches 100% the bar will turn red. If the user
reaches 100% they will have to delete mail before they can receive any
further mail.

Quota Usage:

1% of 22Mb



Reporting and monitoring disk space

From your school’'s SINA home page click on “disk space” and the following
screen will appear.

Select |, i Name|Last Name | First Name |Email Alias DS (Kb)
(4] In ame | Las ame Irs ame mail 1as tholic_ed rou uo
o SR

bmclaughlin - McLaughlin Brent brent.mclaughlin teaching 20000 4 148486 148731
.. miceo Account  Administrator admin reserved 22550 13328 NU 13328
n user2 2 user user.2 year_6 20000 6252 NU 6252
B teacher1 one teacher teacher one teaching 20000 6226 NU 6226
B pupild Five Pupil pupil five year_5 20000 782 NU 782

The image above shows the amount of space taken by email and the users
home page as well as their set quota. If the usage is over quota it is shown as
red. Based on the information here you can choose how to respond.

You can also click on “reporting options” to configure SINA to send the SINA
administrator reports on disk usage.

Users Manager - add and modify user accounts individually or in bulk. modify individual account or group settings. manage disk space or set up and manage mailing lists

Web Manager - upload files to your scheol's website. manage user home page files or access mydesktop

Access Manager - control and review your school's Internet costs, domain and email filters and view a snapshot of current browsing

Usage Stats - obtain reports on your school's total Internet traffic. search engine use. top 100 sites. user activity and more

SINA Options - update your school details (including administration account email forwarding). send SIVA feedback. choose your Internet acti‘-l modify your
school settings

o Help - assistance on specific tools

e e o o o

You can choose the frequency and the type of report. For disk usage tick
report disk and user disk usage.

Reporting Options

Select the frequency of the reports | monthly 'I
Select the reporting criteria

V' Report traffic

¥V Report email

IV Report disk

IV Report user disk usage
IV Report breach

IV Report cost

Save



Autodeletion of mail

Each user can set their mail to autodelete. For example you may set trash to
delete mail older than one month. This is the default setting for most
accounts. This means any mail that has been in the trash folder for more than
one month will automatically be deleted.

This is configurable through the user’'s mymail settings.

Click “Set Options”.

school website | mydesktop | myclasses [Jfijailll myblog | mywiki | CEVN |

" 2 g2

INBOX Compose Addresses Folders Search Help

To: |

4 INBOX
ce:f

U draft

£ sent Bec: |

8 trash subject: |

&% personal Priority| Normal »]

& school Save Draft | Send | | Groups |

Signature | | Addresses |

B 7 U ¢
& Ca @B @ @ | 4 :
#| [3% 2= fnm ¥

Compose in Text

x| -Fontsize ~ =] &% + 4
O EFmm| W@
|—efE ~ <x|e|@o|

|~ Fomat - ][~ Font family

i | |
; =

s 0P

Addresses Folders Search Help
Eolders _—
= INBOX
1% draft Pers rmation :
3 sent This contains personal information about yourself such as your name, You can change the way that SquirrelMail looks and displays information
= . your email address, etc. to you, such as the colors, the language, and other settings.
tras
&% personal MEEEAgERIOMIgREAE; ‘ EOldecE HIKES
B school Based upon given criteria, incoming messages can have different These settings change the way your folders are displayed and
> background colours in the message list. This helps to easily distinguish manipulated.
who the messages are from, especially for mailing lists.

The order of the message index can be rearranged and changed to
contain the headers in any order you want.

ou can crateaddress groups and add email addresses from your
address book.

gures settings for playing sounds and/or showing popup
windows when new mail arrives.

This configures settings for downloading email from a POP3 mailbox to
your account on this server.

Here you may set up how your personal dictionary is stored, edit it, or
choose which languages should be available to you when spell-checking.

cal ften your messages are automatically deleted from
our Folders.




Within Auto-delete Options, choose the folder and timing of deletion. The
below screenshot has Trash mail set to delete if it is older than one month.

Options - Auto-delete Options
Have messages automatically deleted from your folders each night.
Apply settings to each folder according to how you want to manage them.

You can select individual folders to Never Delete emails, to have All messages deleted, or to delete emails that are over a certain age.

Inbox: m

Sent: m

Draft: [Never ]
Personal: m
School: |Never S

User Created: lNever—i]
Trash: m
Filtered Spam: m

Submit

Taking steps to reduce usage
You might try the following to reduce usage:

- Discuss with staff to monitor their home page and mymail spaceDelete
mail with large attachments. Save the attachments locally

- Set limits on disk space for both staff and students via SINA and turn
on “enforce” these limits

- Remove the users privilege to upload to a home page

- Turn on automated deletion of mail for appropriate mail folders.



